














SPECIFIC PROGRAMS

The specific actions designed to implement the State's policy of equal
employment opportunity and to meet the agency's goals and timetables are
the heart of an affirmative action program and require a close working
relationship with Personnel Directors and Affirmative Action Officers.

In order to effectively prepare this section, Personnel Directors in
conjunction with the Affirmative Action Officer should carefully review
the agency's personnel system and practices with assistance as needed
from the Equal Opportunity Division, Department of Persohnel.

Personnel Directors and Affirmative Action Officers must take every
opportunity to inform the EOD Director of those areas in the personnel
system which create barriers to the agency's affirmative action efforts
and to suggest possible remedies.

The following areas must be considered for review:

1. Recruitment: advertising, resources, contacts, internal
postings, and EOD's resume bank.

2. Selection process: Jjob requirements and descriptions, standards
and procedures, pre-employment inquiries, application forms,
testing, and interviewing practices.

3. Reasonable accommodations: physical access, equipment
modification, and auxiliary aids, etc.

4. Upward Mobility System: assignments, job progressions,
transfers, seniority, promotions, interviewing, and training.

5. Wage and Salary Structure.
6. Benefits and Conditions of Employment.

7. Layoff, Recall, Termination, Demotion, Discharge, Disciplinary
Action, etc.

8. Union Contract Provisions affecting above procedures.

Observed conditions will become the basis for the individual agency
affirmative action programs.

Required:

The specific programs developed must each include:
1. Objective(s).

2. Specific action steps, (i.e., methods for achieving the
objectives).

3. Assignment of responsibility for each action step to individuals
or to groups (e.g., Personnel Director, AAO, AAC Training
Coordinator, ete.).
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Target date of each action step.

5. An evaluation procedure. Where appropriate, include evaluation
procedures in the section on "Internal Audit and Reporting".
NOTE: For a suggested format, see pages 25-28.
Optional:

Some examples of programs that could be adopted, if deemed necessary, are:

1.

Recruitment:

a.

Develop specific plans to recruit where underutilization has been
demonstrated, based upon a review of positions, turnover rates,
patterns of vacancies, etc.

Develop and maintain contacts with all sources of qualified
protected class applicants.

Ensure that recruitment literature is relevant to women,
minorities, handicapped and Vietnam era Veterans.

Use Governor's Internship Program and Pre-Service Training
Programs to introduce members of protected groups to state
service.

Selection Process:

Review qualification requirements periodically to ensure that
they are job-related.

Review position descriptions to ensure proper classification.
Review Experience and Training scales, written tests, and other
selection devices.

Provide training in proper interviewing techniques for those
employees who conduct oral exams or selection interviews.
Develop an applicant tracking system to disclose possible
barriers in the selection process.

Ensure careful job analysis for examination preparation and
validation purposes.

Reasonable Accommodations (see Appendix D, item H):

a.

Review job duties to see what modifications can be made to
accommodate disabled workers with specific abilities and
disabilities (e.g.: assign deaf typist to do filing instead of

answering phones). ‘

Tailor work schedules to coincide with availability of publiec
transportation or arrange for car pooling.

Provide convenient parking facilities for disabled drivers.
Examine building design for architectural barriers. Consult with
Department of Administration on necessary alterations.
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Provide equipment modifications and auxiliary aids to accommodate
specific disabilities (e.g.: visual signals, teletypewriters and
interpreters for deaf employees; braille writers and readers for

- the blind).

NOTE: In most cases, the best resource for advice on necessary
accommodations will be the disabled employee or applicant.
Additional assistance can be obtained from organizations
which serve persons with specific disabilities and the
disabled in general, such as: Division of Voecational
Rehabilitation, Minnesota State Council for the Handiecapped,
Veterans Administration Counseling and Rehabilitation
Section, Services for the Blind, United Cerebral Palsy,
ete. Additional sources also may be found in the State-
wide Resource and Recruitment Directory.

Upward Mobility:

a.

b.

Survey the work force to locate protected class persons who are
trainable for prospective job openings.

Develop in-service training programs for employees who
demonstrate potential for advancement.

Publicize upward mobility programs and opportunities within each
subdivision and throughout the agency.

Develop a "skill bank" to match underutilized employees with
available job opportunities.

Encourage innovative job assignments such as job rotation and
mobility assignments, where feasible.

Conduct sensitivity/awareness seminars for all employees to
encourage acceptance of upward mobility programs for the
protected classes.

Provide career counseling on a one-to-one basis and in seminars.
When assigning tasks, ensure that protected class employees share
in those which will enhance their skills and opportunities for
advancement.

Wage and Salary Structure:

a.

b.

Ensure that employees are not working out of classification.

Ensure that employees are compensated on an equal basis according
to their qualifications.

Benefits and Conditions of Employment:

a.

b‘

Review agency organization to determine if conditions exist which
create problems for protected group members.

Make it clear to all employees that harassment of any person in
retaliation for filing a complaint, will not be tolerated and
will be cause for disciplinary action (see Appendix E).

Sponsor sensitivity awareness seminars for all employees on the
problems of handicapped and their capabilities for functioning in
a work situation.

Encourage employees to attend DOP workshops to help them
understand the disadvantages that affect employment opportunities
of protected groups.
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7. Layoff, Recall, Termination, Demotion, Discharge, Disciplinary
Action, ete.:

a. Document the reasons for taking any of the above actions,
b. Participate in exit interviews upon request of employees.

The assigned E.E.0. Specialists are available to assist agencies in developing
their programs, AAP, and provide other services as needed,

NOTE: Any proposed change in an Agency's AAP must be approved by the State
EEO Director.
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SPECIFIC STATEWIDE PROGRAM OBJECTIVES

The most essential part of an affirmative action plan is the identification of
barriers to equal employment opportunity and the development of specific

programs to eliminate those barriers. The Equal Opportunity Division has
evaluated the State's personnel process and has identified several areas which
present barriers on a statewide basis. These areas and the programs developed
to remedy the problems are described in this section.

RECRUITING

PROBLEM: For many occupations, the state is not attracting adequate numbers
of qualified applicants from protected groups.

A. OBJECTIVE: To improve services provided to applicants and community

agencies.
Actions Responsibility Target Date 
1. Counsel individual protected EOD/AAOQ's Ongding‘

group applicants to provide
information and assistance

in directing their employment
interests within state service.

2. Meet with representatives of EOD/AAO's Ongoing
community agencies to provide
information on state Jobs and
placement procedures, and to
encourage their interest in
making referrals.

Evaluation Procedures

AAO's will be asked to assess the responsiveness of community agencies, and
the speed and suitability of referrals.

B. OBJECTIVE: To improve technical assistance provided to agency AAO's in
recruiting members of protected classes.

Actions Responsibility Target Date
1. Update the Directory of EOD October 1979
Statewide Recruitment and biennially
Resources. thereafter
2. Explore the feasibility of EOD and Mid-1980
of computerizing resume bank Data Services
retrieval. Divisions of DOP

Evaluation Procedures

AAO's will be asked to assess the usefulness of the Directory and resume bank.

- 25 -




SELECTION
PROBLEM: Expanded certifications are inadequate without appropriate goals.

C. OBJECTIVE: To ensure that goals are established in order to use expanded
certification procedures effectively.

Actions Responsibility Target Date
1. Complete the Goals and Timetables EOD December, 1979

manual and provide training to
AAO's in establishing departmental
hiring goals.

2. Provide assistance to departments EOD January, 1980

in setting goals according to methods
established in the manual.

Evaluation Procedures

1, EOD will verify that appropriate goal-setting procedures have been
implemented.

2. Agencies will be asked to report on the effectiveness of expanded
certification reports based on newly established goals.

PROGRAM DEVELOPMENT

PROBLEM: Current programs do not address the special needs of handicapped
persons.

D. OBJECTIVE: To establish affirmative action programs which address the
needs of handicapped persons.

Actions Responsibility Target Date
1. Tabulate results of survey EOD September, 1979

of state employees for
handicap identification.

2. Provide technical assistance EOD Ongoing
to agencies in implementing
programs to facilitate employment
of handicapped persons.

3. Develop goals and timetables EOD January, 1980
for employment of handicapped .
persons,

Evaluation Procedures

AAO's will be asked to assess the suitability and adequacy of EOD assistance
and programs.
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UPWARD MOBILITY

PROBLEM:

E. OBJECTIVE:
classes.

Actions
i Laed i)

1. Produce an informational
handbook identifying avenues
and techniques for advancement.

2, Study methods and ways to
- "bridge" classes between
occupational levels (e.g.,:
clerical - bridging - class
professional).

3. Where feasible, credit experience
gained in lower levels on exam
ratings for entry-level
professional classes.

4, Develop and deliver workshops
for managers to eliminate sex-
stereotyping and increase
upward-mobility opportunities
for women.

Evaluation Procedures

Members of many protected classes frequently occupy low paying jobs.

To facilitate career development and advancement of protected

Responsibility Target Date
EOD December, 1979
for preparation
EOD February, 1980

for printing

& distribution
DOP Classification Ongoing
& Compensation
Division, EOD, AAO's
Examining and Referral
Divisions
DOP Examining & Ongoing
Referral Division,
Agency Personnel,
Officers.
DOP Training September, 1979
Division

1. AAO's, training coordinators and employees will be asked to report on use

and value of handbook.

2. AAO's in agencies using bridging classes will report on its effectiveness.

3. AAO's will report on the performance and success of incumbents who
qualified based on experience in lower level positions.

4, a, The names and agencies of participating managers will be reported.

b. AAQO's, trainers and participants will report on effectiveness of

training.
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TRAINING

PROBLEM: Many AAO's lack sufficient technical knowledge of Personnel
Department procedures to perform at maximum efficiency.

F. OBJECTIVE: To provide technical training to AAQ's.

Action Responsibility Target Date
Conduct workshops for AAO's on DOP Ongoing

Personnel Department practices.

Evaluation Procedures

1. The names and agencies of AAO's completing training will be maintained in
the files of EOD.

2, Participants will evaluate the usefulness of training.

PROBLEM: Capable members of protected groups often lack "nuts and bolts" job
experience. '

G. OBJECTIVE: To provide opportunities for skill development and employment
for members of protected groups where underutilization prevails.

Actions | Responsibility Target Date
1. Where feasible, develop EOD, AAO's, Ongoing
pre-service training programs Training Coordinators
2. Collect data on pre-service DOP Training Annually
trainees. Division

Evaluation Procedure

EOD will evaluate data on participants to determine the effectiveness in
placing members of protected groups via pre-service training programs.

These objectives will be reviewed annually. Completed objectives will be
deleted; new objectives will be added; and current objectives may be
modified. Agency Heads are encouraged to submit additional objectives in
writing to the Director.
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INTERNAL AUDIT AND REPORTING SYSTEM

The State of Minnesota is required by the U.S. Equal Employment Oppbrtunity
Commission to maintain personnel records for the preparation of State and

Local Government Information Report (EEO-U4). The EEO-4 report is completed by
the EOD and consists of a breakdown of state employees by race and ethnic
group, sex, job category and salary range. Educational institutions under the
State's jurisdiction, must instead complete the EEO=6 report.

M.S. § 43.15, Subdivision 2(d), requires the Commissioner of Personnel to
establish requirements for reporting to the Governor and the Legislature on
implementation of agency affirmative action plans.

The Director has established a centralized reporting system and has
computerized the statistics. The system includes quarterly, annual and such
other reports as may be later requested, which will allow the Director to
monitor and evaluate the State's efforts in affirmative action. All reports
have been submitted on a fiscal year basis since July, 1978. All reports
shall be submitted to the Director as follows:

Quarterly Reports (agencies with twenty-five or more employees)

Quarterly reports shall be submitted no later than the end of the last
full week in October (1st Quarter), January (2nd Quarter), April (3rd
Quarter), and July (4th Quarter) in the format established by the
Director. Cutoff dates will be supplied in advance.

Semi-Annual Reports (agencies with fewer than twenty-five employees)

Semi-annual reports shall be submitted no later than the last full week
in January (2nd Quarter) and July (4th Quarter), in accordance with
established cutoff dates and in the format established by the Director.

Annual Reports (agencies with twenty-five or more employees)

1. Annual reports shall be submitted no later than the end of the last
full week in August.

2. Annual reports shall consist of a narrative, statistics and charts as
necessary, describing the agency's progress in meeting their
affirmative action goals and objectives.

The reports will be used by the Director to assess each agency's progress and
to determine if "good faith effort" is being made to achieve equal employment
opportunity. In the event that an agency is placed in a status of
"noncompliance" by the Director of Equal Opportunity, the Director may require
monthly status reports and any other information which may be deemed
necessary. EOD will work closely with the agency in order to rectify the
noncompliance status,
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The Director and/or a Federal enforcement agency periodically will do an
intensive on~site audit and evaluation of an agency's efforts to comply with
the laws, regulations and orders mandating affirmative action. The agency
head must have the following information available for the investigating team:

1.

20

10.

11,

12.

Copy of the agency's Affirmative Action Plan.

Copies of any work force and/or utilization ahalyses which may have
been done within the past two years.

Copies of any certification lists used during the past twelve months.

List of all provisional employees including: Jjob classification,
minority status, sex, handicap, and Vietnam era Veteran status, if
any.

List of all seasonal and temporary hires for the past twelve months
by: Jjob classification, minority status, sex, handicap, and Vietnam
era Veteran status, if any.

List of all promotions, transfers, new hires, terminations, and exit
interviews for the past twelve months: including the job
classification, minority status, sex, handicap, and Vietnam era
Veteran status, if any, for each employee concerned.

List of all disciplinary actions taken during the past twelve months
ineluding: the job classification, minority status, sex, handicap,
and Vietnam era Veteran status, if any, of each employee involved; as
well as the dates of such action and the reasons for the actions.

List of all training courses taken by agency employees during the
past twelve months including: the name, job classification, minority
status, sex, disability, and Vietnam era Veteran status if any. The
list must include the hours required to complete each course; the
hours completed by each participant; and the results, if any, of the
training (e.g., promotion, improved job performance).

List of all recruitment resources utilized during the past twelve
months; the minority status, sex, handicap, and Vietnam era Veteran
status; if any, of any Jjob applicants recruited from each source, and
the result of the recruitment effort.

Copies of any personnel policies or procedures that are unique to the
agency, including those relating specifically to affirmative action.

List of all disecrimination complaints filed during the past twelve
months; basis for each complaint; result or current status of each;
and job title, minority status, sex, handicap, and Vietnam era
Veteran status, if any, of each complainant.

Copies of the minutes of Affirmative Action Committee meetings.
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The investigating team may require such other information as it may deem
necessary in order to make a complete evaluation of the agency's efforts to
achieve equal employment opportunity. The investigating team may interview
a sampling of employees from all job categories or may use survey
questionnaires to elicit additional information.

NOTE: Any of the audit and reporting procedures may be watved, augmented,
or changed by the Director at any time. Agencies, in designing
their own internal audit and reporting systems, are free to adopt
such procedures as may be desired.
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GOALS AND TIMETABLES

WHY GOALS AND TIMETABLES ARE NEEDED

When a disparity exists in one or more job categories, State Law requires
setting goals for employing members of underutilized, protected groups, along
with reasonable time frames for the achievement of these goals. ‘

Goals and timetables are needed to measure progress toward parity and to
determine when certification may be expanded to include members of protected
groups. Goals are useful in developing appropriate .and feasible affirmative
action programs, and to assess its effectiveness.

Affirmative action goals must not be confused with quotas. "Quotas" are rigid
and inflexible - they are a minimum which must be met. Goals, on the other
hand, are reasonable, flexible and attainable standards against which
affirmative action programs can be measured.

HOW GOALS AND TIMETABLES WILL BE SET

The Equal Opportunity and Data Services Divisions of the Department of
Personnel have developed a method for state agencies to set appropriate goals
and timetables.

This method involves comparing an agency's internal workforce with the
availability of workers in the relevant external labor area to arrive at a
utilization rate. If disparity is found in the number of minority or female
employees, a formula is applied, taking into consideration the agency's recent
staffing changes (new positions, replacements, staff cut-backs, ete.), and the
time period in which the goals are to be met. The result will be the agency's
hiring goal for the stated time period, expressed as the percent of hires
necessary to achieve parity for the particular group under consideration.

Factors which will influence a particular agency's goals will be:

1. The number and types of occupations found in each agency;

2. The external availability of members of protected groups with the
requisite qualifications;

3. The applicable geographical labor areas;

4, The agency's rate of staffing changes in each occupational group.

Two agencies will not necessarily have the same goals.

A manual delineating the specific steps to be followed in setting goals for
state agencies is available from the Equal Opportunity Division, Department of
Personnel. The Department of Personnel EEO specialists will provide training
in implementing these procedures.

Requirements of Agencies who submit AAP:

1. Completion of goal setting procedures by deadline set by the EEO
Director.

2. Separate goals and timetables must be set for minorities, women,
handicapped persons and Vietnam era Veterans where their presence in
an agency or occupational group is below parity.

3. Each agency's current goals and timetables must become part of their
Agency Affirmative Action Plan.
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APPENDIX A
INTERNAL DISCRIMINATION COMPLAINT PROCEDURE

To ensure equality of opportunity in state service, EOD has established a
discrimination complaint procedure for agencies that do not have such a
procedure as an approved part of their Affirmative Action Program. All
employees have access to this procedure or the procedure used in their
agency. This procedure is designed as an attempt to resolve problems
internally before seeking redress from an outside authority. ~We urge
employees to use the internal procedure before filing with the Department of
Human Rights or other agencies. Anyone filing a complaint, or serving as a
witness, under this procedure shall do so without fear of coercion, reprisal
or intimidation.

RESPONSIBILITY OF AGENCY EMPLOYEES

All employees shall respond promptly to any and all requests by the
Affirmative Action Officer (AAO) for information and for access to data and
records for the purpose of enabling the AAO to carry out his/her
responsibilities under this complaint procedure. The failure of any employee
to comply with the requests of the AAO shall be reported to his/her immediate
supervisor and/or to the Agency Head.

WHO MAY FILE

Any employee of an agency of state government who believes that he/she has
been discriminated against by reason of race, creed, color, sex, age, hational
origin, religion, reliance on public assistance, marital status, handicap,
Vietnam era Veteran status or political opinion or affiliation may file a
complaint. Employees who are terminated must file their complaint pPlOP to
separation from the agency involved.

THE COMPLAINT PROCEDURE

The discrimination complaint procedure consists of two parts: informal and
formal. The informal procedure is similar to the Grievance Procedure of the
Personnel Rules, 2 MCAR section 2.177(A). The formal procedure differs from
in 2 MCAR section 2.177(B) while still allowing the complainant to revert to
the formal step in that rule, or to applicable collective bargaining
provisions, if the Affirmative Action Officer determines that the complaint is
not an equal opportunity complaint, but rather a personnel concern.

Informal

Employees must present their grievance to their immediate supervisor
within 5 days after the occurrence. The supervisor must give an oral or
written answer within 5 days and thereafter the parties shall have 5 days
to pursue resolution by mutual agreement.

Formal

The complaint must be filed within 7 days of the receipt of an answer
from the supervisor with the AAO or AAO designee in the individual agency
against which a complaint is being filed. In the event that the
respondent is the AAO or the designee, the complaint may be filed with
the EOD Director.
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Filing Procedures

1‘

Employee completes the "Complaint of Discrimination Form" provided
by the AAO. The AAO may provide assistance in filling out the form.

The AAO determines if the complaint falls within the area of equal
employment opportunity, i.e., the complainant is alleging a
violation of his/her right to equal employment on the basis of race,
creed, color, etc.

a. If it is determined that the complaint is not related to equal
employment opportunity but rather to general personnel concerns,
the AAO immediately will inform the complainant, who may pursue
the formal steps of the grievance procedure as outlined in 2
MCAR section 2.177(B) or in any applicable union contract
within the time limit specified.

b. If the complaint is not EEQ related, the AAQO shall inform the
complainant by certified letter, stating that the complaint has
been dismissed, including the reasons for the dismissal, and
referring the complainant to the proper authority, if any, to
handle the grievance. The letter should be sent within 2 days
of the receipt of the complaint.

C. If the complaint is related to equal employment opportunity,
the AAO will, within 2 days of the receipt of the complaint,
send a copy of the complaint by certified mail to all parties
named as respondents. The copy shall be accompanied by a
letter outlining the basic facts of the complaint and
requesting a response to the allegations from the respondent(s)
within a specified period of time.

The respondent(s) shall report to the AAO in writing, within the
time period specified by the letter, setting forth his/her
understanding of the situation or causes giving rise to the
complaint. If the respondent(s) fail to provide the answer within
the specified time period, the allegations contained in the
complaint will be considered to be denied by the respondent(s) and
the AAC shall proceed to investigate the case.

All data collected may at some point become evidence in civil or
criminal legal proceedings against the respondent pursuant to
Minnesota Statutes Chapter 363 or the appropriate federal statutes.
A thorough investigation may include, but not be limited to, the
following types of data:

a. Interviews or written interrogatories with all parties involved
in the complaint: complainant, respondent, their respective
witnesses, officials having pertinent records or files, etec.

b. All records pertaining to the case i.e., written, recorded,
filmed, or in any other form.

At the conclusion of the investigation, the AAO shall review the

findings and shall submit a summary to the Affirmative Action
Committee (AAC).
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The AAC shall review the summary provided by the AAO and shall make
a determination on the complaint or shall do so after referring the
case back to the AAO if further investigation is deemed necessary.

(NOTE: any member of the AAC who is involved in the complaint as the
eomplainant, as a respondent, or as a witness of either shall not be
present during the review or the discussion of the case by the AAC.)

If the AAC believes that there is sufficient evidence supporting the
complaint, it shall prepare a recommendation for corrective action
along with a timetable for such action. '

a. The AAC shall send copies of its determination and
recommendations by certified mail to the complainant, the
respondent(s) and furnish the AAO with a copy.

b. The AAO shall hold a meeting between the complainant and the
respondent(s) in an attempt to settle the complaint through
conciliation. _ :

c. If the conciliation attempt is unsuccessful, the AAO will
notify the AAC in writing. The AAC will send a letter by
certified mail to the Agency Head (or Sub Division) which shall
include the AAO's summary of the complaint, the AAC's
determination and recommendations, and the AAO's notice that
the conciliation attempt was unsuccessful. The letter will
request that the necessary action be taken to carry out their
recommendations. The Agency Head shall accept, reject or
modify the Affirmative Action Committee's recommendations and
shall take such actions as deemed appropriate, and notify all
parties (e.g.: complainant, respondent, the AAO, the AAC and
the Director). '

d. If the conciliation attempt is successful, a conciliation agree-
ment shall be prepared and signed by the complainant, the
- respondent(s), and the AAO. The AAC, the Agency Head, the
Director and each signatory, shall receive a copy of the
agreement.

If the AAC believes there is insufficient evidence to support the
complaint, a letter will be sent by certified mail to complainant,
the respondent(s), the AAO, the Agency Head and the Director
dismissing the complaint.

In the event that the complaint procedure has been carried through
on the Sub Divison level (e.g., an outstate institution within the
Department of Public Welfare) a complainant who is dissatisfied with
the determination, or with the results of the determination, may
appeal the case to the AAO in the central office of the agency.

a. The central office AAO shall review the determination and

action taken to resolve the complaint and shall recommend to
the Central office AAC either reversal or support of same.
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10.

11.

12.

b. The Central office AAC shall approve or reject the AAO's

recommendation and shall then transmit the recommendation and
the statement of approval or rejection to the Agency Head.

C. The Agency Head shall either accept, reject or modify the
recommendation and direct the Sub-division administrator to
take such action as may be deemed appropriate. The Agency Head
shall notify all parties of the decision and/or action (e.g.,
complainant, respondent(s), the AAO, the AAC and the Director).

The AAO shall maintain records of all complaints and any pertinent
information or data. ’ ‘

The entire complaint procedure should be completed within 60 days of
the filing of the complaint.

All documentation associated with a complaint shall be considered
private information during the course of an investigation. The
status of the complaint, however, is public. After an investigation
is completed, all documentation becomes public information, in
accordance with the Data Privacy Act.
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COMPLAINT OF DISCRIMINATION

Information on the Complainant (You)

Name: Job Title:

Home Address: Phone:
Work Address: ‘ Phone:
Agency: Division: Supervisor

Information on the Respondent (Person who discriminated against you)

Name: - Job Title:
Work Address: Phone:
Agency: Division: Supervisor:

Others who discriminated against you:

Information on the Complaint

Basis (check all that apply):

3
Veterans

Race Sex Color Creed Religion Handicap Status

Marital Status National Origin Age

rn——

Reliance on Public Assistance Political Affiliation

Date most recent act of discrimination took place:

If you filed this complaint with another agency, please give name of that
agency:

Describe how you have been discrimated against, giving names, dates, places, etc.

This complaint is being filed based on my honest belief that the State of Minnesota has
discriminated against me. I hereby certify that the information I have provided in this complaint

is true, correct, and complete to the best of my knowledge and belief.

Received by: Signature:

Date: Date:
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Additional information on your complaint:

Information on Witnesses Who Can Support Your Case

Names Addresses Phone Numbers
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APPENDIX B

USE OF THE RESUME BANK

Resumes of handicapped persons, minorities, Vietnam era Veterans, and women
are gathered from many sources including individual applicants, referral
agencies, agency Personnel Officers, and agency Affirmative Action Officers.
All resumes are assigned to one or more of the 46 occupational categories
listed below and are then filed in the resume bank. Facility in a language
?ther than English (1nclud1ng sighing for the deaf) is denoted by the suffix
IA"

The resume bank can be used in the following ways:

1. The Equal Opportunity Specialist notifies individuals whose resumes
are in the bank of competitive job openings for which they appear to
be qualified.

2. Agencies contact EOD to reques£ referrals from the resume bank for
positions available within the agency.

3. EOD contacts the agencies to offer referrals from the resume bank
upon receiving notification of an unclassified p081t10n or a
provisional appointment.

b, Agency AAO's and Personnel Officers visit EOD and personally review
resumes in the bank.

The AAO should notify EOD as to the status of applicants referred from the
resume bank.

Occupational Categories

Accounting & Auditing. .« « « v « v v v 4 e e e v 4 s e e e s . . 001
Agriculture. . « v ¢ v v 4 v i 4 4 e e e e e e e e e e e s a . . 002
Architecture . . . T 0O
Automotive Equ1pment - Maintenance . . . . .+ . ¢« . ¢+ ¢« . . . . 004
Automotive Equipment - Operation . . . . « « « « « « & « + + «» «» 005
Bench Work Occupations & Handerafts. . . . « . +« « ¢« « ¢« +« « . . 006
Building & Construction Trades . « « + « « « « « ¢« « « « « « « » 007
Clerical = General . « v v &« + + o + ¢« 4 o o o« o o o« o & » « o« o+ 008
Clerical - Specialties . « « + + v v « v « + o o o v o + « « « « 009
Clerical = StOCK v v v o v v v v 4 ¢« « o o « v o « o « « o « « 4+ 010
Data Processing. « « « « v ¢ v 4 4 o v o 0o 4 e e e e e e e e .. 0N
Education. . + v v v v v v 6o b et v e e e e e e e e e e .. 012
Electronic Communications. . . + v « v v v v v v v o + « « + « « 013
Engineering. . . « « v v « « « 4 4 4 4 e s e v e e e e e e . . . 014
Entry Level Professional . .« . . « « « « v ¢ o« o o« + o » + « « « 015
Equal Opportunity. « « + v ¢« v v v « v 4 ¢« o o v+ o 0 v o s . . 016
External Employment Service. . « « +« + + « & + v v o o« o o o o« o 017
Food Preparation & Service . . . . « v v v v v o v v v « & +» » . 018
General Office Administration. . . . e e e e e e e e e . 019
Grounds Maintenance & Janitorial Services O ¢ =10
Guidance & Counseling. . + « « v « v o ¢ o+ o o o v o o 0. .. 021
Health . . & v v v v v 0 v et e e e vt e e e e e e e e e .. 022




Occupational Categories Continued

Information/AV/Graphic APES. « v « o v v o v o o o« o o o o o o o « « 023
Insurance/INVestment . o o« o v o « o « o o o« o o o o o o o o o« o . 024
Law L] . . L] . L L] » L - . L] . . L] L] - L] ° . ° L] L] . - L] ° L3 L] L] . 025

Law Enforcement/Securlty oo A ¢ 1)
Machinery & Equipment Manufacturlng & Repair . . « « « « « « « « .« . 027
MiSCELLIANEOUS:. + + + + o & o o o o o o o o o o o o e o o o e e w . . 028

Natural & Physical SCiences. . « o« « o« ¢ o« « o« o o o o o« o o « o+« 029
Office Machine & Equipment Operation . . . . « + « + « ¢« v « « « .+ » 030
PErSONNELl. « v o o o o o o 4 o o b e e e e e e e e e e e e e e e .. 030
Planning . .. . . . P ¢ K 14
Public & Business Admlnlstratlon O K X
Purchasing, Inventory, Retailing . . . « « ¢ « ¢« « ¢« v o v v 0 o o 034
Real Estate/Appraisal. « « + « o o« o « o o o o o o« o o o o o s+« + 035
Rehabilitation Therapy . « « « « « « « + o o o o o o o o o o « « + « 036
S0cial WOrKe « v v o o o o o o o o o v w e e e e e e e e e e oeeoe . 037
Sociology & Psychology O 0 1.
Stationary Engineering . . « « « v o 4 o o « 4 o 4 o 4 o 4 s o o« 039
SEAatiStiCs v v v v v e e e e e e e e e e e e e e e e e e e e e .. . 0HO
Student. . « « « « . . . e e e e e e e e e e e e e e . . . O
Sub~Professional Entry Level O o ¥4
SUMNEE « + + o o« o+ s o o o s o o s o« o o o e e e e e e e e e e . . 043
Traffic Safety & Motor Vehicle Licensing . . . . « « « « v « + « . . O44
Transportation, Trade & Utility Regulation . . . . « « « « « « « « & 045
Workplace Regulation « « + o v ¢ o o o o o o o s o o o o o o+« o o 0Ub

Lénguage Skill . . . . . . . ° . . . . . . ° . » . » ° . ° ° SUffiX bl A ‘




APPENDIX C
REVISED RACE/ETHNIC CATEGORIES

The U.S. Equal Employment Opportunity Commission recently has revised its
race/ethnic categories for the purposes of reporting employment statistics on
the EEO-Y4 form (for state and local governments) and on the EEO0-6 form (for
educational institutions). The revised categories are defined as follows:

1. White, not of Hispanic Origin. -- Persons having origins in any of
the original peoples of Europe, North Africa, or the Middle East.

2. Black, not of Hispanic Origin. -- Persons having origins in any of
the Black racial groups of Africa.

3. Hispanic. -- Persons of Mexican, Puerto Rican, Cuban, Central or
South America or other Spanish Culture or origin, regardless of race.

4. American Indian or Alaskan Native. -- Persons having origins in any
of the original peoples of North America, and who maintain cultural
identification through tribal affiliation or community recognition.

5. Asian or Pacific Islander. == Persons having origins in any of the
original peoples of the Far East, Southeast Asia, the Indian
Sub~continent, or the Pacific Islands. This area includes, for
example, China, Japan, the Philippine Islands, and Samoa.

With regard to the Statewide Affirmative Action Plan, the term "minority"
includes all of the aforementioned categories except the first, "White." X
Agencies must use these categories when preparing employment status by race or
ethnic origin.

C=1
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APPENDIX D

DEFINITIONS RELATING TO DISABILITY AND HANDICAP

Functional Disability - same as "Disability".

Disabled (Handicapped) Person - any person who:

1. has a physical or mental impairment which substantially limits
one or more major life activities, or

2. has a record of such an impairment, or
3. 1is regarded as ‘having such an impairment.

Physical or mental impairment:

1. any physiological disorder or condition, cosmetic disfigurement,
or anatomical loss affecting one or more of the following body
systems: neurological; musculoskeletal; special sense organs;
respiratory, including speech organs; cardiovascular;
reproductive; digestive; genito-urinary; hemic and lymphatic;
skin; and endocrine; or

2. any mental or psychological disorder, such as mental retardation,
organic brain syndrome, emotional or mental illness, and specific
learning disabilities.

Major life activity: functions such as caring for one's self, performing
manual tasks, walking, seeing, hearing, speaking, breathing, learning,
and working. '

Has a record of such impairment: has a history of, or has been
misclassified as having a mental or physical impairment that
substantially limits one or more major life activities.

Is regarded as having an impairment:

1. has a physical or mental impairment that does not substantially
limit major life activities but that is treated as constituting
such a limitation; or

2. has a physical or mental impairment that substantially limits
major life activities only as a result of the attitudes of others
toward such impairment; or

3. has none of the impairments defined in C, above, but is treated
as having such an impairment.

Qualified disabled person: with respect to employment, a disabled person
who, with reasonable accommodation, can perform the essential functions
of the job in question.




Reasonable accommodation: architectural, equipment and other changes an

employer must make to enable disabled persons to perform the job for
which they are otherwise qualified. The test of "reasonableness" is
based on whether or not a given change would impose undue hardship on the
employer's operation. The burden for showing undue hardship rests with
the employer.

Reasonable accommodations include, but are not limited to, the following:

1. Making facilities, which are used by employees, readily
accessible to and usable by disabled persons.

2. Acquiring auxiliary aids and devices, and modifying equipment to
be used by employees with specific disabilities.

3. Restructuring jobs and modifying work schedules to accommodate
specific abilities and disabilities. ‘




APPENDIX E

HARASSMENT

Under Title VII of the Civil Rights Act of 1964, employers are responsible for
maintaining a working atmosphere free of discrimination including, but not
limited to, discriminatory insult, intimidation and other forms of harassment.
Employers are obligated to take reasonable measures to rid the work setting of
expressions of bias. They may be liable for failure to investigate
allegations of harassment, or for failure to take prompt and appropriate
remedial action against workers or supervisors who harass or otherwise
discriminate against employees.

Responsibilities

The responsibility for eliminating harassment in the workplace rests with the
employer. However, acts of harassment are often informal and unofficial.
Therefore, persons who find themselves the target of harassment should notify
their employer in order to protect their rights. The following procedures are
recommended: f

1. Harassed employee:

a. Clearly explain to the person/s harassing you what behavior you
find objectionable and ask that it cease.

b. Keep a written record of the instances of harassment and the
names of any witnesses.

¢. If the harassment continues, follow the discrimination procedures
in your agency's Affirmative Action Plan.

2. Employers:

a. Process and investigate each complaint of harassment.

b. Take prompt and appropriate action to eliminate harassment. Such
action may include, but need not be limited to, reprimand,
warning, and other disciplinary action up to and including
discharge.

E-1




APPENDIX F

STATEWIDE AFFIRMATIVE ACTION COMMITTEE (SWAAC)

Annette Alston
Charles Breese
Kay Burt

Leanne Phinney
Thomas Crowe
Cathy Johnson
Ann Nelson
Richard Ramberg
Gene Reddemann

Stanley A. Gardner
Director

Rafael Esparza
Coordinator

BF
BM

WF

WF
WM—DiS .

Voting Members

Administration, AAO
Tranportation, AAO

Economic Security, AAO
Corrections, PO-AAO

Veterans Home, PO-AAQ

Oak Terrace Nursing Home, PO-AAQO
Public Safety, AAO

Handicapped Council, Director

Higher Educ. Coord. Board, PO-AAO .

Ex-0fficio

Equal Opportunity Division

Equal Opportunity Division

612-296=7911
612-296-1365
612-296-9222
612-296-3520
612=729-9324
612-938-7621
612-296-2923
612-296-6785
612-296-9691

612-296-4600

612-296-8932

Ext.

Minutes of SWAAC meetings are sent to all agency central office and sub-division
Affirmative Action Officers and designees.

The Statewide Affirmative Action Committee meets monthly at the Department of

Personnel. For information, meeting times and agendas, call 612-296-4600.

Fe1
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APPENDIX G

EQUAL OPPORTUNITY DIVISION PROFESSIONAL STAFF

Stanley A. Gardner
James Collins
Alice Barrie
Rafael Esparza

Taum Ulrich

Director of Equal Opportunity
Traiﬁing Coordinator#

Women's Liaison#

Hispanic Affairs Coordinator#

Handicap Program Coordinator#

#In addition to the special functions shown, all professional
assume similar responsibilities for recruiting and counseling applicants of
all protected groups and for providing assistance to assigned agencies.

" 612-296-4600

612-296-8931
612-296-8307
612-296-8932

" 612-296-8930

staff members






